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Creating a Query Access makes creating a query an easy task by using either the Query Wizard. 


tlJjJjX 4 Sj djdj\j* <*4j LfcûJ ûjjîjSjmjj* jI*Zaj&£? A*jJ ûIjjj jjJLSj £>j$£ ^JjSuwjjJAj ûwjj JLu 


1- To use the Wizard, click the Query Wizard command in the -Other- section of the Create ribbon: 
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2- You will be prompted to choose a new type of query. In this example, we will explore the Simple Query Wizard: 



This wizard creates a select query 
ffom the fields you pick. 
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OK | [ Cancel 


3- Access prompts you to select the table or query that contains the source information, choose the fields you want to 
show in the query (> moves a single field, » moves all fields), and then click Next: 


Simple Query Wizard 



4- The next page of the Wizard gives you the option to apply summary calculations (like the maximum, minimum, or 
average value) to a field: 
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5- The final page of the Wizard lets you name the query (feel free to use a meaningful name is recommended; you have 
lots of space). You also have the option to open the query right away or modify the design in Design view: 

Simple Query Wizard 
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That's all the infbrmation the wizard needs to aeate your 
query. 
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O Qpen the query to view infbrmation. 
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6- Clicking Finish will display the query results in what is essentially Datasheet 
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Results The Results section of the query Design ribbon lets you switch between views using the View menu and 
execute the query. 
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Crosstab Queries 

A crosstab query displays summarized information in a table format that makes 
it easy to analyze and compare data. 
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.jj JSai ejdjlj? ijJj'llLp pdj i£jL?ij ^jSmSIjJ iJjjIuJj jLûli ?>Im Jj Jj . jLSLjb JjSuJ JjjljJj jdjJjJ jSjJu 

In this lesson we’ll look at using the Crosstab Query Wizard. 

1- Click the Create-Query Wizard.Crosstab Query Wizard-OK. 

2- Select the (table or query).Next. 
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4- Select (Function) 


5- Write query name 


'Next. 
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Finding Duplicate Records 

The Find Duplicates Query Wizard helps you fînd records that have the same 
value in one or more fîelds. 
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1- Click the Create.Query Wizard — Find Duplicates Query Wizard 

OK.Select the (table).Next. 
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2- Double-click the fîeld(s) 
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3- Double-click all fields —Next, 
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4- Give the query a name and click Finish. 
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Finding Unmatched Records 

The Find Unmatched Query Wizard helps you fînd the records in one table that 
do not have matching records in another table. 
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jLwoJ ûJu4j Ijjjs 4J J ûljju UJij 4J Ûbilj j4A J jjS ^lnrtJ 4J4A jUjlj 

1- Click the Create.Query Wizard—Find Unmatched Query Wizard. 

OK.Select the (tablel).click Next. 


Home 

1 

Eitemal Data Database Toois 




£3 

mn 2 $«lP 

13 


p! 

1 * 

Tabîe 

Table 

SharePomt Query Query 

Form 

Form 

Blank I 


Design 

Lists* Wtzard Design 


Design 

Form 


Table: 

y Quenes 



Forms 


New Query 


' 


Hs4pç* 


Srçle Quer y Wiiard 
Cs osstab Query Wlrard 
- ^ Oupkates Query’.Yizard 

3 Pnd Unwatched Query Wöard 




Ths wuard aeates a guery that 
ftnds reeords (rows) r one taWe 
that have no reiated records n 
another taWe. 


4 

(X 


Cancd 
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3- Select t he same field in both tables 

Find LPnmatched Query Wizard 


click Next. 



What piece of infbrmation is in both tables? 

For example, a Customers and an Orders table may both have a 
CustomerlD field. Matching fields may have different names. 

Select the matctiing field in each table and then didc the < = > button. 
Fields in Tablel' : Fields in Table2' : 
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4- Additional fîelds that you want to appear in the query results and click Next 
— Give your query a name and click Finish. 
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Table Query 

Make the query select records from the database and save the records as a new 
table. 


1- Create.Query Design. 

2- Show Table.click add. 



3- Click Make Table 

4- Table Name: (Table2)—- click OK 
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5- Click Run. 
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Append Query 

Make the query add records to an existing table 


1- Create.Query Design. 

2- Show Table.click add. 



3- Click Append. 

4- Table Name: (Table2)- 


click OK 


CttHf g>tn’rvuD«t» QM<&>i»TcoU 


GP -t!6*î /tix!;: 


V - 


t* C'OMt»t> Dtkt* 



htl Throvflh 


/. OMm DcfMbon fN | 


8 


V ID 
name 
»g« 
ctty 


Fieldr 
Table. 
Sort 
Append To: 
Critens: 


B 

H 

nome 

age 

<*ty 

Tabiel 


Tablel 

Tablel 

Tablel 



name 


aty 


5- Click Run. 


a ] ! 

Rcsulfs 


6- Click Yes to append the records 
(rows). 


Mkrosoft Access 




You arr dbout to peste 11 row(s) into a nrw teble. 

Once you ckk Yes, you can’t use the Undo command to reverse the dianges. 


Are you sure you w 


10 

Yes 


eate a new tabte with the setected records? 


No 






















































Update Query 

Make the query update the data in an existing table. 

1- Create.Query Design. 

2- Show Table.click add. 



3- Click Update. 

4- Update to ihawler.criteria:azady. 
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Delete Query 

Make the query delete the information from an existing table where that data 
matches the criteria. 


1- Create.Query Design. 

2- Show Table.click add. 


3- Click Delete. 

4- Criteria: city —azady 
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